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are expected to exceed) the micro-pur-
chase threshold. The procedures for se-
lecting and appointing Contracting Of-
ficers apply to HHS employees. HCAs
may not issue HHS Contracting Officer
warrants to contractor personnel.
OPDIVs shall follow local procedures in
the event that the signature of another
authorized official, in addition to that
of the HCA, is required to appoint or
terminate the appointment of Con-
tracting Officers.

(b) The HCA shall use Standard Form
(SF) 1402, ‘‘Certificate of Appoint-
ment,” (also known as a warrant) to
appoint personnel, whether in the Gen-
eral Schedule (GS) 1102 series or other
series, as Contracting Officers. The SF
1402 shall indicate the Contracting Offi-
cer’s warrant level—i.e., maximum dol-
lar signature authority (e.g., $1 million
or ‘“‘unlimited’’) and any other limita-
tions or restrictions. The HCA shall
make changes to a Contracting Officer
appointment (other than a termination
of an appointment as provided in
301.603—4) by issuing a revised SF 1402.
FAR 1.603-1 prescribes the require-
ments for preparing and maintaining
Contracting Officer warrants.

(c) Before an HCA may appoint an in-
dividual as a Contracting Officer, the
individual must be certified in accord-
ance with either the Federal Acquisi-
tion Certification in Contracting (FAC-
C) program or the HHS Simplified Ac-
quisition Certification (SAC) program,
as appropriate, at the level required for
the warrant authority requested. See
301.603-72 and the HHS Contracting
Workforce Training and Certification
Handbook.

(d) The dollar amount of an indi-
vidual transaction determines whether
a Contracting Officer has the authority
to sign it in accordance with the dele-
gated authority specified on the SF
1402. For new or follow-on awards, the
dollar amount of an individual trans-
action is the amount obligated at the
time of contract or order award plus
any potential option amounts or future
funding amounts established by the
transaction. However, under an exist-
ing contract or order, when an option
is subsequently exercised or a contact
or order is otherwise modified to add
funding, the dollar amount of the
modification (individual transaction)
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determines whether a Contracting Offi-
cer has the necessary delegated author-
ity to sign it.

(e) For individuals that will exercise
acquisition authorities (other than
solely purchase card authorities) at or
below the micro-purchase threshold,
the HCA may—

(1) Use a document other than the SF
1402, such as a memorandum, that indi-
cates a maximum dollar signature au-
thority for individual transactions; and

(2) Determine training requirements
for individuals who will exercise acqui-
sition authorities at dollar levels below
the micro-purchase threshold level.

301.603-2 Selection and appointment.

Contracting activities shall provide
nominations for appointment of Con-
tracting Officers through appropriate
acquisition channels to the HCA for re-
view. The HCA shall appoint an indi-
vidual as a Contracting Officer only
when a valid organizational need is
demonstrated and after considering
such factors as volume of actions, com-
plexity of work, and structure of the
requesting organization. The HCA shall
also ensure that a Contracting Officer
candidate meets the FAC-C or HHS
SAC certification requirements, as ap-
propriate. Consistent with FAR 1.603-2,
the HCA shall determine the docu-
mentation required when the requested
appointment and authority will not ex-
ceed the micro-purchase threshold.

301.603-3 Interim appointments.

If it is essential to appoint an indi-
vidual as a Contracting Officer who
does not yet fully meet the FAC-C or
HHS SAC certification requirements
for the signature authority sought, the
HCA (non-delegable) may make an in-
terim appointment for up to 2 years. If
an extension of time has been granted,
but the individual does not complete
the certification requirements by the
extended date, the HCA’s approval for
the interim appointment will auto-
matically terminate on that date.

301.603-4 Termination of appoint-
ments.

The HCA shall terminate or revoke
Contracting Officer appointments in
accordance with FAR 1.603—4.
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